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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The problem in this study was to determine the proced-
ures used and the bookkeeping records kept in handling the 
extracurricular activity funds in the small secondary 
schools of Massachusetts, and to determine how often respon-
sibility vms delegated to the teacher or student. 
}\nalysis of the Problem 
In evaluating effectively t he present systems of hand-
ling extracurricular activity funds, the follovring quest i ons 
were to be decided: . 
1 What procedures of handling extracurricular activity 
funds are employed in the smaller high schools of 
Massachusetts? 
2 To what extent are the funds raised and controlled 
by the students? See Table I. 
J To what extent are special groups responsible for 
the funds ? See Table II. 
4 What banking plans are used? See Table III. 
5 How are payments mad e? See Table IV. 
6 How often are t he various bool<keeping procedures 
performed? See Table V. 
7 On what forms are the records kept? See Table VI. 
8 ~~o is assigned to the various offices and com-
mittees? See Table VII. 
9 ~~o actually performs the functions of these offices 
and committees ? See Ta ble VIII. 
10 How are fi nancia l reports publicized ? Se e Table IX. 
11 What criteria do you consider i mportant ? See 
Table X. 
12 How much help and control from outside sources is 
desired by the administrators? See Table XI. 
Justification of the Problem 
Extracurricular activities have been a part of the 
educational program of the public schools for the past 30 
years; and during that time there has been a gradual evo-
lution of the concept of how these activities should be 
financed, and how the finances should be administered. 
Through evolution--through trial and error, through experi-
mentation, observation, and change--several systems have 
been built up that are in agreement with gradually accepted 
criteria. The experience of those who have been success~ul 
and the results of previous experiment at i on should have 
been made available to all educators who have had the 
responsibility of administering extracurricular activity 
funds. Whether enough publicity has been given to the 
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bette~ systems that have been developed can only be deter-
mined by an analysis of what is being done in the schools 
at the time of this writing. If the systems in actual use 
compare unfavorably with the systems recommended by the 
leaders and experts in their authoritative professional 
literature, then, perhaps something more direct and force-
ful should be done to bring current practices up to the 
desired standards. In many small high schools, the 
responsibility for administering these funds--for receiving, 
depositing, spending, and generally controlling them-- fell 
on the principal, who might or might not have had previous 
related experience. This point was expressed by :Meyer and 
Eddleman. 1 
In a great majority of the schools of average 
size and above the problem of raising finances is 
assumed without quest i on by the ad mini strat or. 
Many of them see the s hortcomings in the methods 
they have been using but have not changed them for 
the reason that they do not know of other methods 
which mi ght be more effective and somewhat more 
desirable. 
Bragner2 stated that "The control of extracurricular 
finances, unless carefully supervised and handled, is a 
constant source of irritation to school principals, 
faculty members, and the student bodies." 
1Meyer, Harold D. and Eddleman, Samuel M., Financing 
Extracurricular Activities, A. s. Barnes and Company, 
New York, 1929, p. 2 
2Bragner, William E., "Control of the Extracurricular 
Finances," The Bulletin of the National Association of 
Secondary Scnool PrincinaTs~pril, 1941, p. 36 
3 
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Terry.3 goes a little f urt her i n expla i n ing why an eff ec-
tive system should be established. 
Cases have been known in which embarrass i ng 
newspa per publicity ha s been given to unfortunate 
incidents •.•• details are not neede d to point out 
the necessity of devi sing a business-like method 
that will prevent the waste of money, make cer-
tain that funds are us ed as int ended, protect 
the reputation of those in authority, and inspire 
confidence in all concerned. 
It was felt that, if these funds were not being properly 
administered, perhaps definite action should be taken to 
bring about the desired results. The need for the ·enforce-
ment of a more efficient handling of funds and the ineffec-
tiveness of merely writing about the situation was described 
by s tout. 4 
A review of the literature reveals that much 
has been written about administration of pupil 
activity finances in the past thirty-odd years. 
All of' it ha s stressed the need for developing and 
practicing sound principles in t he handling of 
these funds. Yet, one is constantly learning of 
high school administrators getting i nto serious 
difr iculty becaus e they have not had a good pro-
gr am f or the administra t i on of their act i vity moneys. 
A survey of practices found i n the smaller schools of 
Massachusetts was undertaken to bri ng to li ght the prevalence 
of effective or poor practices. A large number of ineffective 
)Terry, Paul w., Supervision of Extracurricular 
Activities in the American Secondary Schoo~, McGraw Hill 
Book Company, New York, 19.30, p • .331 
4s tout, Minard W., "Better Administration of Pupil 
Activity Finances," The Bulletin of the National Association 
of Secondary School Princ1pals, December, 1947, p. 61 
practices would indicate the need of assistance. The many 
good practices could be used as models upon which the 
schools that had poorer systems could build. 
Delimitation of the Problem 
5 
In carrying out this research, a study of representative 
literature, covering the 30-year period between 1918 and 1948 
was made. The suggested criteria for judging an effective 
system and the descriptions of effective systems being used 
were tabulated to show how often certain items were mentioned. 
This tabulation was used as an aid in forming a questionnaire. 
The questionnaire was built around the suggestions found in 
this authoritative literature. This questionnaire was sent 
to the small high schools of Massachusetts for the purpose of 
analyzing the systems in use in Massachusetts. The answers 
on these questionnaires were tabulated to show the number of 
schools using certain techniaues as well as the ob j ectives of 
those administering the systems. From this tabulation a pic-
ture was drawn of current practices, which were compared with 
the criteria that were established. 
This thesis was intended as an analysis of systems of 
handling extracurricular activity funds in the small high 
schools in Massachusetts. No attempt was made to analyze 
. 
the extracurricular activities, and the treatment of the 
methods of raising funds was only incidental. The survey was 
limited to the schools with an enrollment of less than 500 
students in the state of Massachusetts. 
Definition of Terms 
In this thesis the following terms were used in the 
sense indicated. 
Activity has been used to designate any organized stu-
dent group and to include home-room organizations, class 
organizations, athletic associations, clubs, etc •• 
Extracurricular Activity has been used to signify all 
student groups not included in the ordinary curriculum plan. 
Such activities would include any organization that oper-
ated within the jurisdiction of the school authorities and 
that were not usually provided for in the school budget. 
Extracurricular Activity Fund has been used to mean 
all money collected for or s pent by any such organization 
to 1·urther its own ends and to i nclude class dues, gate 
receipts, ticket receipts, and all money raised and s pent 
in the name of such groups . 
Organization· of Chapters 
Chapter I introduced the problem. Chapter II sum-
marized the previous work in the field. Chapter III 
d escribed in detail the steps taken to bring out the 
desired information. Chapter IV interpreted the informa-
tion acc~~ulated. Chapter V presented the conclusions and 
the recommendations that were based on the data previously 
described. 
6 
CHAPTER II 
REVIEW OF RELATED LITER.A.TURE 
In an analysis of textbooks, periodicals, and theses 
written on the subject of the co ntrol of extracurricular 
activity finances, the best literature and t he orig inal 
suggestions were found in the periodicals. The textbooks, 
with few exceptions, devoted only one chapter to extra-
curricular finance control, and in most cases they were 
almost reprints of earlier magazine articles. The authors 
of the theses that· were examined relied heavily on period-
ical literature. 
Many systems in operation in schools throughout the 
country have been described in detail in periodicals, a 
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list of which appears as Appendix A. A principal of a small, 
medium, or large high school, who is not satisfied with his 
present system or who recognizes some deficiency in his 
present system, might find a solution to his problem among 
these suggested readings. 
The textbook, Financing Extra Curricular Activities, 
by Meyer and Eddleman1 is a valuable reference for those 
who are interested in adopting a system. It describes 
three systems--one each for the l arge, medium, and small 
school. The system used in Ypsilanti, Michigan, illus-
trated in Appendix B of Meyer and Eddleman 's book is 
l Meyer, Harold E . and Eddleman , Samuel M., Financing 
Extra Curricular Activities, A. s. Barnes & Company , New 
York, 1929 
intended for a comparatively small high school; the s ystem 
used in Washington High School, Massillon, Ohio, deacribed 
in Appendix C of this same book, is suited to the medium 
sized high school; and the system employed in Hunti ngton 
Hi gh School, Huntington, West Virginia, illustrated in 
App endix D of the same book, is suitable for a large high 
school, or one that handles large sums of money. 
Another textbook based entirely on the administration 
of extracurricular activity finances, by Professor Noble, 2 
is in reality a bookkeeping textbook; but it offers excel-
lent suggestions and would be a valuable reference book for 
t hose administrators vn1o would like to i mprove on their 
present system of handling these funds. 
Apparently, the approach to education in teacher-
tra ining institutions in this part of t he country has 
allowed little room for a cons i deration of extracurricular 
work. The writer was forced to refer to schools in other 
sections of the country to find studies on the topic in 
question. Several good studies on the subject have been 
prepared in the schoo.:J,.s of the west coast. These have been 
given sufficient publicity to indicate the trend of thought 
in that area. 
Four theses, judging by their titles, appeared to have 
been closely allied to the study treated in this thesis. 
2Noble, I ,. Scott, Student Body Finances and Accounting, 
South-V estern Publishing Company, Cincinnati, --r93r 
8 
The first, entitled A Method of Financial Administration of 
Extra Curricular Activities in Small to Medium Size Hi gh 
Schools,4 was an attempt to determine the methods and 
procedures prevalent in 1931 in the smal~ to medium-sized 
high schools of the entire country. The author, Gorden 
P. Corbitt, sent questionnaires to selected schools through-
out the country, which had effective systems. In stating 
his purpose, the author made the following comment • 
• • • it seemed desirable to find out the trend 
of methods and procedures in those of the smaller 
to medium size high schools which were really 
attempting some systematic f inancial administra-
tion and control for their extra curricular finan-
ces. By making such a study it was hoped to 
formulate some general recommendations from the 
findings and conclusions of t he study. From the 
conclusions, possibly a system of financial 
administration might be formulated and be made 
suitable for use in the small to medium size high 
schools.5 
His was a rather superficial treatment of the subject. It 
d id not show the trend in any one section of the country, 
and it was not comprehensive enough to depict the condi-
tions prevalent t hroughout t he country as a whole. Even 
among this select group , t he aut hor found no formal system 
of' f i nanci al admi nistr ation for extracurric ular activities . 
His analysis di d not portray normal cond itions nor did it 
bring to light a satisfactory system. He failed to 
4corbitt, Gordon P ., A Me thod of Financial Adminis-
tration of Extra Curricular Activities ·in Small to Me dium 
s ize High Schools, .Master's Thesis, Ohio State University, 
l931 
5rbid. p. 3 
9 
• 
describe actual conditions because he selected the better 
schools. The system that he recommended is based on his 
reading rather than on the data accumulated through his 
questionnaire. 
A second thesis, Extra-Curricular Accounting Practices 
in 280 High Schools of Kansas, prepared by w. G. 
Kamp schroeder6 in 1931, analyzed the systems of financing 
and controling extracurricular finances in the high schools 
of Kansas with an enrollment of one to 100 students. His 
study analyzed a smaller group , and his analysis was very 
conclusive. He found a general lack of efficiency. 
It is quite evi dent from t he data :presented 
that the small h i gh schools in Kansas wh ose en-
rollments are 100 or less handle fairly l ar ge 
sums of money, which are not a ccounted for in 
any definite business-like ma nner.7 
Although Kampschroeder found t he l ack of a go od system in 
t he smaller high sch0ols, he f a iled to offer one. Th e only 
system that he suggested was one that would be considered 
appropriate for a large school or for a city school system 
that incorporated several large high schools. The follow-
ing excerpt indicates the size of the school system t hat 
could use his suggested plan. 
A general accounting agent shall be appointed 
by the board of education for all accounts not 
6Kampschroeder, 1·1.; . G. , Extra-Curricular Accounting 
Practices in 280 High Schools of Kansas, Master 's Thes1s, 
Universlty-of Kansas, l93l. 
7rtid., p. 62 
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handled by the individual schools; such a s inter-
city contests, track meets, tournaments, music 
festivals, and cafeterias ••• A School Treasurer 
for each school shall be a p:gointed by the principal 
or selected by the faculty.8 
Although Kampschroeder's study is based on very small high 
schools, his recon~ended system would not apply to any but 
a l arge school system. 
A thesis was prepared by Edward Laws9 in 1933 in which 
he surveyed t he pr actices in t he s mall schools of Ohio. 
After describing several personal ex})er i ences of his ovm 
and t he difficulties he encountered he stated: 
Since these experiences, I have been very 
much interested in the building of an efficient 
financial accounting system to care f or the extra-
a urricular activity funds of non-urban schools. 
He further states the purpose of this study to be: 
• • • (1) to determine the practices of internal 
accounting in the non-urban schools of Ohio; 
(2) to make a critical survey of these practices; 
(3) to determine and select the essentials of an 
efficient financial system; and (4) to set up a 
workable system fo£1non-urban high schools in the state of Ohio. 
His questionnaire brought to light the common defficien-
cies in the smaller schools of Ohio. With little attempt 
to analyze the results of his survey, he went on to select 
8rbid., p. 13 
9Laws, W. Edward, Financial Accounting of Extra-
Curricular Activities in the Non-Urban SchoolS of Ohio, 
Masters Thesis, Ohio S~te-university, 1933. -- ----
1 O Ibid • , P • 1 
11rbid., p. 3 
11 
12 
an organization suitable for the non-urban high school. 
Laws recommended two systems. He reconmended a system for 
a school having a commercial department, giving none of 
the details necessary for its operation. He assumed that 
a commercial department could determine how to use a ledger, 
a journal, report forms, etc •• He proposed a second system 
for the school without a commercial department, which 
system he described more fully and recommended special forms, 
which he illustrated. The author attempted to simplify his 
system by eliminating several important records, and the 
elimination tended to weaken the system. Properly prepared 
forms and devices tend to make record keeping easier, and 
their elimination tends to weaken the system rather than to 
make it easier to operate. 
In 1938, Dora Durham12 prepared a thesis in which she 
surveyed large and small high schools of Kansas in an 
attempt to determine the practices in these schools for 
administering extracurricul·ar activity finances. "Of the 
215 replies, four were from Missouri high schools; the 
other 211 were from high schools in Kansas.n1 3 More than 
half of the schools included in this study had fewer than 
150 students enrolled. As a result of her study and her 
12Durham, Dora, The Management of Extra-Curricular 
Activity Finances and-xccounting in High School, Master's 
Thesis, University-of Kansas, 193~ ----
13rbid., p. 21 
related readings, she proposed a system that would provide: 
••• a simple, ade quate, and comprehensive 
method of accounting, which will be flexible 
enough to meet the needs of any school system; 
complete enough to record all of the necessary 
information relative to each transaction, and 
simple enough to be accomplished with ease and 
dexterity.l4 
The system recommended was extracted from the many plans 
described in periodical literature and was not specific 
enough to be considered appropriate for the small school. 
None of the systems proposed, as a result of the 
studies mentioned, was aimed at the small high school. 
Although Kampschroeder analyzed the situation that existed 
in the very small (up to 100 students) schools, his 
approved program was adaptable to the larges t schools only. 
This study had been undert aken because of a recognized 
need before any of the four mentioned studies had been 
analyzed. Some of the procedures used herein coincided 
with procedures used in other studies. A questionnaire was 
prepared in this thesis, and a questionnaire was prepared 
as a device for gathering data in all four previous theses. 
1.3 
The geographical area covered was different, however; and 
because the thesis was suggested by the personal experiences 
of the author in a very small school, he felt justified in 
objecting to the proposed practices and forms that would not 
be applicable to a very small school. All of the systems 
14Ibid. , p. 40 
• 
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described in the above-mentioned theses presupposed that the 
teacher (usually the commercial teacher) could have a sepa-
rate room to work in and that he could be free for at least 
one period a day to handle the funds. 
The schools that need help in improving their systems 
and their record forms seemed to be the small rural schools, 
in which all teachers carry a very heavy sub j ect load, in 
which the principal is a teacher for three or four periods 
a day as well as t h e athletic coach , boy scout leader, etc •• 
Many of these small schools are trai ning grounds for teachers 
who, after they have ac quired needed experience, secure a 
better job in larger school systems. In such a school, 
little assistance can be expected from the faculty; and 
whatever contribution the students can make must be planned 
so that it can be worked into the regular school day, during 
which time the teachers and principal are fully occupied 
with scheduled classes. 
If the small school is going to have its share of 
extracurricular activities and if the financing of these 
activities is to be properly administered, a simple pro-
gram must be ·planned in which students and faculty can 
participate with a minimum of training. 
CH.l\PTER III 
METHOD OF PROCEDURE 
In order that a sys~em mi ght be developed for use in 
the smaller schools and in order to determine what help 
the smaller schools needed, it was necessary to plan some 
form of a questionnaire that would bring out the current 
practices in these schools. Before this questionnaire 
could be planned, a broad background for the study wa s 
essential. The steps taken in the development of the back-
ground and the study followed the following pattern. 
15 
1 Review of Literature: A search wa s mad e of the 
literat ure that was available to educators. Several text-
books were examined , and professional magazines were selec-
ted f or analysis. Teachers and administrators had been 
writing about the need for sound methods of handling extra-
curricular act i vity funds f or over thirty years. A sampling 
was talcen from articles written as far back as 1918 . The 
purpose of this review of literature was to help in the 
formation of a questionnaire that would bring out the pre-
vailing current conditions in the work that seemed most in 
the need of guidance and assistance. 
2 Development of a Survey Form: An inf ormal tabu-
lation was made of the fre quency of mention of the various 
factors that mi ght make the study most effective. After 
the literature had been fairly well sampled and after the 
fre quency of mention of these factors was determined, the 
16 
general questions to be answered were selected and a series 
of short questions wa s developed to bring to light the de~ 
sired information. The questions were grouped and regrouped 
to determine the best arrangement. The survey was submitted 
to several educators who were interested in the sub j ect 
covered, and before its final completion the sur.vey was 
criticized by the seminar in session at Boston University. 
Many helpful suggestions were incorporated into t he finished 
survey form. 
3 Selection of Schools for the Survey: The limitation 
of the survey to schools of less than 500 students having 
been previously decided, the Annual Report of the De partment 
of Education was used to determine the schools that were to 
be included. In order to ·add a personal touch to the appeal 
for cooperation, the names of the various principals were 
found in the Educational Directory for the state of Massa-
chusetts, and the letters and envelopes were addressed to 
each principal by name. 
4 Accumulation of Useful Data: The survey forms were 
mailed to 150 principals and after a reasonable time a 
follow-up letter was sent to encourage participat i on by those 
who had not already sent in their survey forms. When all 
forms were in, they numbered 110, but of these only 107 were 
usefu~. The others ·were not used because the enrollment of 
the school reported was over 500 students. The survey forms 
were grouped into five categories. The first category 
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included schools with an enrollment of 100 or less; the 
second, 101 to 200; the third, 201 to 300; the fourth, 301 
to 400; and the fifth, 401 to 500. This step was taken to 
determine if there was any appreciable difference in the 
characteristics of each group, but the size of the school 
had little or no influence on the answers received. Each 
question was tabulated to show the frequency of each answer. 
Each question vtith its answer was then considered for its 
possible contribution to the entire thesis. 
5 Analyzing the Data: Between the time that the the-
sis was undertaken and the time that it was completed seve-
ral school representatives who were responsible for extra-
curricular activities were informally questioned about their 
systems and the reasons why their system was in use. The 
information that resulted was not intended to be part of the 
report, but it did have a bearing on the direction of the 
final steps in reaching a conclusion. Several forms had 
been tried with varying results, and one complete system 
was adopted by a very small high school that was in need of 
a revision in its system.. (See Appendix c--p 59). None of 
these have any direct bearing on the conclusions except to 
help in analyzing the data that had been more objectively 
collected. The important problems that appeared in the orig-
4t inal background reading, together with the problems that 
seemed most important as a result of the survey, were used 
as a basis for reporting on the findings. 
• 
• 
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6 Using the Data: The findings as determined object-
ively by the survey were incorporated in the conclusions. 
The preconceptions as modified later by personal experiences 
of the writer and the data arrived at informally were used 
as a tool to extract conclusions from that data that appeared 
as a result of the survey. A picture of the systems most 
cownonly used was made available, and the basis for arriving 
at a good workable system was presented. 
One system that was built as a result of this study 
was presented with financial forms that could be modified, 
mimeographed, and used in a small school. No at t empt was 
made to declare this an ideal s ystem that could be used in 
any school under any conditions. A system to be ideal for 
any particular school would have to be prepared for the situ-
ation in that school. The system explained and illustrated 
in Appendix 0 was prepared as a result of this study and has 
been tested and found satisfactory in one small school with 
an enrollment of 100 students • 
• 
19 
CHAP TER IV 
ANALYSIS AND INTERPRETATION OF DATA 
After analyzing the literature relative to the admin-
istration of extracurricular activity funds, no positive 
conclusions could be drawn. Many sound procedures were sug-
gested in the professional literature that would work in 
many schools; but it was impossible to tell whether there 
was any agreement except on general and vague procedure. 
With few exceptions the authors were intent on only partic-
ular phases of the question. It wa s impossible by means of 
tabulation to tell the order of importance of suggestions 
or to evaluate them. All valuabl e suggestions found in the 
professional literature were incorporated in the question-
naire that wa s s ent to the school administrators. 
The data in this chapter were compiled from a tabula-
tion of responses to t h e ouestio nna ire t hat \Nas sent to the 
small high school of Jl.~assa c husetts . Of t he 150 auestion-
naires distributed, 107 were r eturned wi t h information that 
was of value to this report. In order that t he informa tion 
contained in this report would be more meaningful, the re-
ports of the tabulation were given in exact number of 
responses or in fractions that indicated that the response 
represented over three-quarters of the possible answers, over 
half of the possible answers, or less than one- quarter of the 
possible answers. A finer distinction in fractio ns was con-
sidered more confusing than revealing . 
20 
In report ing the tabulation, any response that appeared 
in 81 i nstances or mo re was considered to represent over three-
quarters of the possible responses , any response t hat appeared 
between 54 and 80 times was considered as representing over 
half of the possible responses, and any response t hat appeared 
in 26 or less instances was considered as representing less 
than one-quarter of the poss ible responses. All fractional 
parts were based on the total possible answers { 107). Wh en 
a finer dist inction was to be drawn , the exact number of re-
sponses was indicated. 
Two important questions prevailed in t he literature 
examined prior to t he commencement of this t hesis, and the 
i mportance of these t wo questions was confirmed in the survey. 
The first important question wa s whether efficient bookkeeping 
methods are used in keeping rec or ds . In selecting the cri-
teria for establishing a s ystem for handling extracurricular 
activity funds the representa tives of the schools i ndi cated, 
"Must use efficient bookkeeping procedures" in 96 instances, 
"Must provide for periodic audit" in 85 instances, and "Must 
make fraud impossible" in 82 instances. The second important 
question was. whether the students were actually working on 
the maintaining of records as a practical outlet for some of 
their academic training. Although only 29 selected "Must 
~ utilize as many students as possi blen and although only 49 
indicated "Must f'urther educational objectives", it was found 
through an analysis of the officers and committees used in 
the schools and an analysis of those who actually performed 
the duties of the var ious offices, that students were being 
widely utilized in functions that would · give them effective 
training . 
A third important question was whether the administra-
tors were managing the funds in such a way as to prevent 
criticism from the students and the community. This third 
question, however, .might have been considered as part of 
the first one, which dealt with effective bookkeeping meth-
ods, because if proper records were kept and proper reports 
made, there would be no room. for criticism on the part of 
anyone. 
After the questionnaires were tabulated the following 
fi gures were available and t he following auestions ·were 
answered: 
1 To what extent are the funds raised and controlled 
by the students? See Table I. 
2 To what extent are special groups responsible for 
the funds? See Table II. 
3 Vfuat banking plans are used? See Table III. 
4 How are payments .made? See Table IV. 
5 How often are the various bookkeeping procedures 
performed? See Table V. 
6 On what forms are the records kept? See Table VI. 
7 ~Vho is assigned to the various offices and 
c,omm.i ttees? See Table VII. 
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8 Who actually performs the functions of these offices 
and co~nittees? See Table VIII. 
9 How are financial reports publicized? See Table I X. 
10 What criteria do you consider i mportant? See 
Table X. 
11 How much help and control from outside sources is 
desired by the a dministrators? See Table XI. 
TABLE I 
TO VJ1IAT J:!.,XTEl\TT ARE THE FUNDS RAISED AND CONTROLLED BY THE 
STUDENTS? 
~=?,uestions from Section "A" of 
survey form 
2 Is the money spent on extracurricular 
activiti es raised by the students? 
3 Does a Student Council funct i on in 
your s chool? 
4 If so, does it exercise control over 
e xtracurricular activity funds ? 
5 Is each organization independent in 
raising , spending , and a ccounting f'or its 
No 
Yes No Some Re ply 
90 1 1 2 4 
84 22 0 1 
29 49 4 2 5 
own funds? 73 29 1 4 
6 Does an organization s pend all the 
money that it earns? 40 63 1 3 
7 Is each organization limited to the 
money it earns? 45 56 0 6 
8 Does each organization op erate 
subject to centralized control? 96 10 0 1 
9 Does each organization oper a te 
within an a ppr oved budget? 32 68 2 5 
• 
• 
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The figures in Table I make it evident that the students 
themselves are raising the funds with which to carry on their 
extracurricular activities. In only one school were the funds 
definitely not raised by the students. The reports indicated 
that in 90 schools the funds were ·raised by the students and 
in an additional 12 schools the funds were partly raised by 
the students. These funds were being administered subject 
to some centralized control in 96 instances out of 107; but 
the amount of control varied with each school. The practice 
of operating within an approved budget was not common. Over 
half of the schools did not control the accounts to this ex-
tent. The amount of control exercised by the student body 
was indicated by the fact that although over three- quarters 
of the schools reported tha t a Student Council f unctioned in 
t he school only a little more t han one-quarter of the schools 
reported that the student council exercised any control over 
the extracurricular activity funds. The amount of central 
control was indicated by the f a ct that although more than 
half of the schools reported that each organization was inde-
pendent in raising , spending, and accounting for its own 
funds, more than half of the schools reported that each organ-
ization did not spend all the money that it earned nor was 
each organization limited to the money that it earned. Addi-
tional indications of the amount of control was reported in 
the later findings. 
• 
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TABLE II 
TO WHAT EXTENT ARE SPECIJI.~ GROUPS RESPONSIBLE FOR TI-IE FUNDS? 
Questions from Section "A" of 
the survey form 
No 
Yes No Some Rep. 
10 Does the Business Education Depart-
ment handle all funds? 31 74 1 1 
11 Does a school bank handle all funds? 18 83 0 6 
12 Does a representative of the school 
committee make payments for special groups? 8 91 0 8 
The negative responses indicated that no one special 
group car~ied the responsibility or work load of handling 
the funds. In a little more than one- quarter of the schools, 
the business education de partment handled all the funds; and 
the use of a school bank for this purpose was indicated in 
only 18 cases. Many of the authorities in the field recom-
mended that the Business Education Department handle all the 
funds as a practical outlet for the academic learning that 
they were acQuiring or that a special school bank be organ-
ized to handle all the funds; but in the small school many 
of the administrators have not found this to be practical. 
The fact that some of the schools did follow one of these 
two plans was an indication that it could be done however. 
Many plans suggested by the authorities could be adopted by 
the larger schools, but apparently the smaller could not 
incorporate them. 
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TABL.I!! III 
WHAT BA1TKING PLANS .ARE USED? 
Questions from Section "A" of 
the survey form 
No 
Yes No Some Rep. 
13 Are all extracurricular activity 
funds deposited in a local bank in a 
central account? 88 16 0 3 
14 Is a checking account maintained 
for activity funds? 96 9 0 2 
15 Is a savings account .maintained 
for activity funds? 37 66 0 4 
The above questions and answers indicated a definite 
trend in the method of banking used by the schools. Well 
over three- quarters of the schools de posited their funds in 
a local bank in a central fund, and 96 out of the possible 
107 maintained a chec king account for t heir funds. In addi-
tion to their chec king account less than ha lf of the schools 
reported the maintenance of ·a savings account. Some schools 
that were remote from any banking fa cilit ies found it im-
practical to use either a checking or a savings account. 
Some that did not maintain their own checking account, it 
appeared later, did make use of cashier checks and bank 
drafts in making payments. The banking practices of the 
schools appeared to be in agreement with those suggested by 
the authorities in the field. 
• 
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TABLE IV 
HOW .AJ.'!E PAYMENTS MADE? 
Questions from Section "A" of No 
the survey form Yes No Some Rep. 
16 .Axe large payments made by check? 103 2 0 
17 Does more than one signature appear 
on a check? 26 80 0 
18 .Axe all checks signed by the same 
person? 85 18 0 
19 Does the bookkeeper sign checks? 41 59 1 
20 Are small payments made in cash? 42 52 10 
21 Is a petty-cash fund maintained for 
such a purpose? 32 66 0 
Much uniformity wa s evid ent in the manner of making 
large payments. The schools were almost unanimous in de-
claring the use of checks for maki ng large payments, and 
2 
1 
4 
6 
3 
9 
26 
over three-quarters of the schools reported that the checks 
were all signed by the same :person . Slightly less than three-
quarters of' the schools reported that only one signature a p -
peared on the check. Although a plan that allowed the same 
person that kept the books to sign the checks was not desir-
able, 41 schools reported this situation. The schools were 
e qually divided in the manner of making small payments, by 
cash and by check. Of the 52 schools that reported the pay-
ments of some small amounts by cash, only 32 maintained a 
petty-cash fund for this purpose. 
TABLE V 
HOW OFTEN ATE THE VARIOUS BOOICKEEPING PROCEDURES PERFORL'b1ED? 
Questions from Section "B" 
of the survey form Replies 
No 
How often are-- Never Daily Weekly :Monthly Yearly Other Response 
1 Journal entries made? 5 54 16 4 0 11 18 
2 Ledger entries made? 6 41 26 10 0 9 19 
3 Books balanced? 1 4 12 73 15 4 5 
4 Books audited? 10 0 0 17 59 9 14 
5 Reports made to authorities? 7 0 2 35 41 13 11 
6 Reports made to activity 
sponsors? 2 0 7 45 5 27 24 
7 Deposits made in a local bank? 0 21 50 7 1 27 8 
Note: In reply to some of the above questions, some schools reported more than one 
frequency--for example ledger entries may have been made weeldy and monthly in one 
school, and books .may have been balanced monthly and yearly. When more than one 
column was checked, both were recorded in the tabulation. 
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In an attempt to determine how often the expected 
bookkeeping procedures were undertaken, the questions in 
Table V were asked. Little uniformity among the schools was 
evident. In no case did over three-quarters of the schools 
agree on a time element for these functions; and in only 
three instances did more than half the schools agree. Books 
were balanced monthly in 73 instances, books were audited 
yearly in 59 instances, and journal entries were made daily 
in 54 instances. 
In only ten instances di d schools report that their 
books were never audited, in only seven instances did 
schools report that reports were never made to authorities, 
and in only two instances did schools renort that reports 
were never made to activity s ponsors. 
Little uniformity was expected in the fre quency of 
these various bookkeeping functions because of the variety 
of conditions under which administrators were f orced to 
operate. Some of the schools had no set time element. 
These schools reported that journal entries were made as 
they occurred, indicating that they did not happen often 
enough to be reported as daily or even weekly, and that 
funds were deposited in the bank when enough accumulated 
to make a deposit necessary. The fre quency of' the deposits 
4lr in the local bank was influenced not only by the condition 
in the school, but also by the proximity to a bank. 
• 
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TABLE VI 
ON V,JRAT FORMS ARE RECORDS KEPT? 
Questions from Section "C" 
of the survey form 
Number of Schools 
Reporting the Use 
of the Form 
Forms for Individual Activities 
1 Activity treasurer's receipt book 
2 Activity treasurer's cashbook 
3 Activity treasurer's account book 
4 Numbered admittance tickets 
5 Ticket distribution report 
6 Ticket returns report 
7 Re port on athletic events 
8 Report on activity projects 
9 Cash turn-in slip 
10 Purchase order or requisition 
11 Cash requisition or check request 
12 Receipted invoice from vendor 
13 Equipment record 
14, Loan-of-equipment record 
15 Monthly financial report 
16 Annual financi al report 
17 Activity budget 
Forms for Central Treasurer 
48 
49 
67 
71 
41 
62 
60 
47 
33 
36 
43 
43 
33 
16 
37 
39 
20 
18 Ca shbook 58 
19 Journal 31 
20 Ledger 38 
21 Combined journal-ledger 36 
22 Central treasurer's receipt 40 
23 Check, plain 64 
24 Check, voucher 26 
25 Petty-cash book 10 
26 Petty-cash voucher 11 
27 Bank-deposit slip 87 
28 Pass book 60 
29 Monthly 1'inancial report 61 
30 Annual financial report 67 
Jl Auditing report blank 25 
32 Prepared explanation of the financial system 19 
• 
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Th e financial forms most fre quently used, as indicated 
i n Table VI , were the bank deposit slip (in 87 instances), 
numbered admittance tickets (in 71 instances), the activity 
treasurer's a ccount book, the ticket returns report, t he 
report on athletic events, the central treasurer's cashbook , 
the pl a i n check , tl~e pass book, the monthl y financial re-
port by the central treasurer, and the annual financia l re-
p ort by the centra l treasurer (a ll found in more t han half 
t he schools). 
As was indicated in Table I V, 42 schools re ported that 
small payments ·were mad e in cash and 32 sc hools reported 
t he use of a petty-cash fund for such a pur_.ose; yet , in 
Table VI, only 10 schools kep t a petty-cash book for record-
i ng such payments, a nd only 11 schools used a petty-cash 
voucher to substantiate payments. If any deficiency was 
indica ted in the handli ng of funds, it was in the handling 
of small sums rather than the large sums and in the turn-in 
of cash rather than in the spending of it. Only 33 schools 
re ported the use of a cash turn-i n slip, and only 40 schools 
reported the use of a central treasurer's receipt book. 
Al though 94 administrators reported in Table X that 
they believed that the system should be simple enough to 
be understood by the students, only 19 schools reported in 
Table VI that they had prepared explanations of their 
financial system. 
TABLE VII 
WHO I S ASSI GNED TO THE V .ARIOHS OFFICES AND Cm"~MITTEE S 
Replies to Section "D" 
of t he survey form 
Stu- Teach- Pr i n- Su:9erin- School Secre- No 
Title dent er cipal tendent Board tary Clerk Other Ans. 
1 Central Treasurer 10 42 42 2 0 5 1 0 15 
2 Central Bookkeeper 11 40 25 l 0 5 2 1 25 
3 Central Custodian 3 24 32 0 0 1 1 0 51 
4 Activity Treasurer 71 16 8 0 0 0 0 0 20 
5 Activity Advisor 6 87 14 2 1 0 0 0 14 
6 Advisory Committee 9 15 13 6 2 0 0 0 88 
7 Executive Committee 13 16 12 4 2 0 0 0 83 
8 Ticket Con1mi ttee 35 21 4 0 0 0 0 0 61 
9 Auditor 3 16 16 13 5 0 0 17 43 
10 Auditing Committee 3 10 9 4 8 0 0 3 83 
Total 164 287 175 ~32 18 11 4 21 
Note: Some survey forms had more than one column checked. Vhen two ckecks were made, 
both vrere tabulated. VJ 
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In Table VII, no column was prepared in which the 
schools could indicate that the office or committee did not 
exist, but the large number of schools that failed to report 
on certain offices or committees gave some indication of the 
absence of these. The absence of any indication of an ad-
visory committee in 88 instances, an executive committee in 
83 instances, and an auditing committee in 83 instances was 
quite prominent. 
Though the central treasurer was reported as a teacher 
in 42 instances and· as the principal in 42 instances, it 
was interesting to note that the central treasurer was a 
student in 10 instances. Students were most often found in 
the office of activity treasurer (in 71 instances). 
Teachers were most often found in the office of activity 
advisor (in 87 instances). The principal -was .most often 
found in the office of central treasurer (in 42 instances). 
That the teacher held the office or was on the com-
mittee was indicated in 287 instances, and that the prin-
cipal held office or was on the committee was indicated in 
175 instances. The important information about the student 
was not so much that he held office in 164 instances, but 
that he did hold all the offices mentioned. 
In very few instances were the smaller schools fortu-
nate enough to have an office secretary or an office clerk 
to act as central treasurer, bookkeeper, or custodian. 
T.A_l3LE VIII 
(Part 1) 
WHO ACTUALLY PERFORMS THE FUNCTIONS OF THE VARIOUS 
OFFICES AND COMT'f:ITTEES? 
Activity functions reported in 
Section "E" of the survey 
Performed by: 
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1 Collecting activity dues ____________ ~9~3 ______ ~1~4 ______ ~1~-
2 Keeping activity records _____________ 8_1 ______ ~4~2 ______ ~1~-
3 Collecting of door receipts 82 55 2 ----------~------~------~--
4 Collecting from ticket sales 83 44 0 ------~~------~----~~--
5 Issuing activity treasurer's 
receipt--------------------------~2~7--~--~3~2~----~2~-
6 Distributing tickets 
(advance sale) _____________________ 7~4~· ------~4~7 ______ 0~--
7 Turning in cash to central 
treasurer __________________________ ~7=1~----~5~0 ______ ~0~-
8 Computing tax on entertainment __ ~--~2_0 ______ ~7~9----~2~0 __ _ 
9 Filing receipts issued by 
central treasurer 21 36 6 --~--------------~------~------~--
10 Making purchases ___________________ 4~3~----~7~0 _____ 1~1~--
ll Authorizing payments (written) ______ ~2~1~----~7~2~--~1~8~-
12 Forwarding checks to creditors 21 65 25 ------~------~~----~~-
13 Filing recei pted invoices 14 53 18 ----------~~------~----~~--
14 Preparing activity financial 
reports periodically 37 58 15 ----------------~------~------~---
15 Taking inventory of activity 
equipment--------------------------~1~8 ______ ~4~8 ______ ~5~-
16 Preparing budgets------------------~2~1~----~3=1~----~7 __ _ 
Note: In some reports two or three columns were checked for 
the same item. Vfuen more than one column was checked, both 
were counted in the tabulation. 
TABLE VIII 
(Part 2) 
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WHO ACTUALLY PERFORMS THE FUNCTIONS OF THE VARIOUS 
OFFICES AND CONIMITTEES? 
Centralized functions reported 
in Section "En of the survey 
Performed by 
Student Faculty Othere 
17 Printing tickets--------------------~4~5~----~5~5 ____ ~1~0~ 
18 Issuing central treasurer's 
receipt----------------------------~8------~4~4~---1~3~ 
19 Preparing money for bank deposit ______ ~3~6 _______ 6~8~--~2~0~ 
20 Preparing bank deposit slip __________ ~3~0 ______ ~6~4~--~2~1~ 
21 Depositing funds in bank 27 55 24 ------------~~----~~----~~ 
22 Filing receipted bank deposit slips ___ l~O~· ------~5~2~---=1~9-
23 Authorizing purchases (written) ________ 7~----~5~3~--~2~8~ 
24 Preparing checks for signature ______ ~l~?~----~6~6~--~2~0-
25 Signing checks _________________________ 8 ______ ~6~8 ____ ~2~9-
26 Filing cash-payment authori zat i ons 20 43 11 ----~------~~--~~ 
27 Filing cancelled checks 10 65 22 ----------------------~~----~-
28 Reconciling bank sta tement 10 65 23 --------------------~~--~~ 
2 9 Making bookkeep ing entr ie s _________ l_8 ______ ~6;....;2~-~2:.:::3:._ 
30 Preparing central treasurer's 
report periodically ________________ ~l_2~----~5~8 ____ ~2~2-
31 Preparing tax report 11 67 32 --------------------------~----~~ 
32 Auditing of activity treasurer's 
financial records 6 44 30 --------------------~------~~--~~ 
33 Approving budgets ____________________ ~6 ______ ~2~6 ____ -=1~7-
34 Auditing central treasurer's 
Financial records 2 21 44 --------------------~~----~~----~-
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Table VIII was prepared to show who actually carried out 
the functions of the various .offices and committees. Again, 
~ the teachers were found to be carrying the largest part of 
the load, but never were they reported by more than three-
quarters of the schools in any one function. The students 
were reported most often performing the functions of the 
individual activity. In over three-quarters of the schools 
the students collected activity dues, kept activity records, 
collected door receipts, and collected money turned in for 
ticket sales. In over half of the schools the students dis-
tributed tickets for advance sale and turned in cash to the 
central treasurer. The teachers were performing the cen-
tralized functions in over half of the schools exce pt in 
five functions and performing the individual activity func-
tions in over half of the schools in seven functions. 
In more than half of the schools, the teacher collected 
money at the door, computed tax on entertainment, made pu:r-
chases, authorized payments, forwarded checks to the credi-
tors, filed receipted invoices, prepared activity f inancial 
reports, printed the tickets, prepared money for bank de-
posit, prepared bank deposit slips, deposited the funds in 
the local bank, authorized purchases, prepared checks for 
signature, signed the checks, filed cancelled checks, recon-
ciled bank statements, made bookkeeping entries, prepared 
the central treasurer's report, and prepared the t ax report. 
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In more than one-quarter of the schools, the students 
were issuing activity treasurer's receipts, making purchases, 
preparing activity financial reports, printing tickets, pre-
paring money for bank deposit, preparing bank deposit slips, 
and depositing the funds in the bank. Although this did not 
represent a large number of school s , it did indicate that 
some schools were allowing the students to take over much of 
the responsibility. 
TABLE I X 
HOVJ A-rtE FINANCIAL REPORTS PUBLICI ZED? 
Methods suggested in Section "F" 
of the survey form 
1 Post on general bullet in board 
2 Report periodically to school board or 
school cownittee 
3 Publish in local newspaper 
4 Publish in school newspaper 
5 Send an individual report to each 
school-activity sponsor 
6 Financial reports are not published 
7 Publish in Town Report 
8 Others 
Fre quency 
of 1 .. 1ention 
38 
58 
11 
12 
48 
14 
6 
7 
In publishing their periodic financial reports, the 
schools showed little uniformity. Over half reported that 
they made periodic reports to the school board or school 
committee. No other statement appeared in more than half 
the replies. The next highe.st responses were that they 
sent an individual report to each school activity sponsor 
in 48 instances and that they posted a report on the general 
bulletin board in 38 instances. Although there was little 
uniformity, only 14 schools reported that they did not pub-
lish the financial reports. 
TABI.E X 
VffiAT CRITERIA DO YOU CO NSI DER TI~ORTANT 
IN ESTABLISHI NG A S YSTEM 
FOR HANDLI NG EXTRACURRICUL~~ ACTIVITY FUNDS? 
Criteria suggested in Section "G" 
of the survey form 
Frequency 
of Mention 
1 Must be simple enough to be understood 
by students 
2 Must utilize as many students as possible 
3 Must allow students to control the finances 
4 Must further educational objectives 
5 Must use efficient bookkeeping procedures 
6 Must provide for periodic audit 
7 Must make fraud impossible 
8 Must be adaptable to any situation 
9 Must not take up too much of teacher's time 
10 Must provide a system for locating errors 
11 Must provide for a budget 
12 Others 
94 
29 
24 
49 
96 
85 
82 
56 
68 
55 
34 
6 
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The criteria suggested by the authorities in the field 
were included in this list. The most i mportant criteria, 
according to the school representatives of over three-quarters 
of the schools were: 
1 Must use efficient bookkeeping procedures 
2 Must be simple enough to be understood by the students 
3 Must provide for periodic audit 
4 Must make fraud i mpos sible 
Over half of the school representa tives chose the fol-
lowing criteria: 
were: 
1 Must not take up too much of teacher's time 
2 Must be adaptable to any situation 
3 Must provide a system for locating errors 
The criter i a selected in the least number of instances 
1 Must allow students to control the finances 
2 Must utilize as many students as possible 
3 Must provide for a budget 
4 Must further educational objectives 
The school representatives were interested primarily 
in the efficiency of the record keeping and the public 
r elat i ons, secondarily in the ease of operation, and lastly 
in the training value to students of the practical applica-
tion of their school work •. 
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T.ftJ3LE XI 
HOW MUCH HELP AND CONTROL I S DESI RED 
BY THE ADMI NI STRATORS? 
.39 
Questions asked in Section "H" Replies 
of the survey form ------~D~o~u~b~t~---~~~Y~e~s--N~o------
Yes No ful Some if Reply 
1 Should there be state uni-
formity in keeping extra-
curricular activity finan-
- cia l records? 20 76 
2 Should extracurricular 
activities be provided for 
in t he school budget lik e 
2 1 1 7 
curricular activities? 48 .3.3 2 17 7 
------~--------------~--------~----
0 
.3 Could you benefit from 
information obta ined from 
this study? _________________ 8~5 __ 7~ __ l_l ______ o ____ o ____ ~4~--
4 Could you benefit from 
receiving sample record 
forms that are used in 
other schools? 80 9 10 0 0 8 
------------------~--------------------------
5 Would you be willing to 
submit sample forms for 
the benefit of other 
Have none 
available 
schools? 57 8 22 20 --------------------~~----------~----------~~--
In 76 instances the need for or desirability of state 
uniformity in the keeping of records was denied, but in 65 
instances the need for financing s ome of these activities 
through t he school committee's annual appropriation was ac-
knowledged. The admi ni strators indicated a desire for finan-
~ cia l assistance but no de s ire for control i n the kee ping of 
records. Over t hree- quarters of t h e repre sent a t ive s indica t ed 
t hat they could benefi t fro~ the i nforma tion obt a i ned from 
t hi s study and that they could beneti t from rece i ving s a 1-pl e 
records used in other schools. Twenty-two administrators 
reported that they had no prepared forms available. 
SUMMARY OF FI:t-IDINGS 
The survey brought to light these important findings: 
1 The fund s for financing extracurricular activities 
were being provided by the s tudents. 
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·2 The funds were being used subject to some centra li zed 
control, the amount varying v.ri th each school. 
3 The work load of handling the funds wa s not being 
borne by any one group. 
4 A centralized checking account was the corrunon bank-
ing pl an in effect. 
5 Large payments were .made collltnonly by check and the 
schools were evenly divided in the manner of making small 
p ayments--half by check and half by cash. One deficiency 
noted here was the lack of a petty cash book or a petty cash 
fund for controlling the small cash payments. 
6 The time element for undertaking of bookkeeping pro-
cedures was very erratic, as was expected; and there was a 
general lack of consistency in the records kept due to the 
variety of circumstances in the various schools. 
7 Students were employed to fill all of the various 
offices mentioned in some schools, but they were most com-
monly used as activity treasurers. 
8 The methods of reporting and publicizing the finan-
cia l repol~ts lacked uniformity, but only fourteen schools 
reported that they made no financial report. 
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9 The school representatives were i nterested primarily 
in the efficiency of the recordkeep i ng and the public rela-
tions effect of t he reports and showed litt le intere s t in 
t h e training value to students of performi ng the various 
tasks. 
10 The school representatives want financial help but 
no outside control on their funds • 
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CH.PCFTER V 
SUMMJillY AND CO NCLUSION 
. 42 
The problem in this study was to determine the proced-
ures used and the bookJ.<::eeping records kept in handling the 
extracurricular activity funds in the small secondary 
schools of Massachusetts, and to determine how often respon-
sibility was delegated to the . teacher or .student. 
Whether t he extracurricular activity funds of the 
smaller schools of Massachusetts, at the time of this writ -
ine:.., were being effectively administered de-pended on several 
variable factors, among "~Nhich vra s t he point of view of the 
person observing and critici ~ inf . The literature on t h e 
subject revealed a diversity of opinion of t he authorities 
a s to what was i mportant and what was uni mportant or to the 
degree of i mportance of certain elements. In the section 
on the review of r e l ated studies (Chapter II) the conclusion 
was reach ed that none of the preceding theses had proposed a 
system that could be applied to all small schools. Before 
this study had been undertaken the author believed tha t a 
g ood system could be built that would work equally well in 
all small schools. But after a study of the . situation in 
small schools the author recognized that it was practically 
impossible to build a system that would function smoothly 
in all small schools. Perhaps the authors of the previ ous 
related· theses recognized this fact and refrained from at-
tempting the i mpossible. 
43 
Many factors that were considered i mportant had to be 
i gnored, and many suggestions t hat were considered valuable 
had to be disregarded in some local situations because of the 
uni queness of the circlli~stance s . The eff ectiveness of the 
administration of extracurricular activities de pended on the 
conditions in t he individual school. 
Because of th.e number of schools reporting tha t they 
could benefit from a survey of the practices in the smaller 
schools and benefit from seeing sample copi es of forms being 
used, it was evident that t he administrators were not complete-
l y satisfied with t heir own set-up. To try to suggest a 
s y stem or plan that would be effe ctive in all schools 1.vould 
be futile because of t he variety of conditions under wh ich 
the schools are forced to oper ate. Perhaps the be s t plan 
woul d be to offer the school administrators sever a l plans or 
to inform them of what other schools are doing in the hope 
that some of the suggestions mi ght be adopted in their own 
situation. 
The general criteria for evaluating systems i n operation 
were determined by combining the opinions of the vvr i ters who 
spoke with aut hority and the local administrators who spoke 
from experience in their ovm situation. The criteria men-
tioned in the professional literature and textbooks on the 
subject were suggested to the person in the schools res pond-
ing to the survey . These criteria were reported in 
Chapter IV. 
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1 Procedures Used: The techniques and procedures em-
p loyed in the smaller schools in Massachusetts for administer-
i ng t he funds were also reported i n Chapter IV. These tech-
ni ques and procedures used in the majority of the schools 
were desirable if evaluated by th~ criteria established pre-
viously . A minori. ty of the sc hools operated with inad e quat e 
s ystems, and even the majority of the schools were lacking 
in some of t he desirable techn i ques. 
Wi th few exce pti ons the pr a ctices reported compared 
favora bly with t hose sugge st ed. Most schools se emed to be 
combining efficient bookkeepi ng proced ur es with a liberal 
use of students in handling t heir ovvn funds . In over t hree-
quart ers of t he sma ller school s a student counc i l wa s i n 
opera tion, and t he money spent on extracurricular act i vitie s 
wa s raised by t h e students. Ye t, the funds were being con-
trolled by the authorities. Each organization in the school 
o perated its funds subject to some central control. All fund s 
were deposited i n a local bank in a central account in 88 
instances, large payments were made by check in 103 i nstances, 
and all checks for the school were signed by one i ndividual 
in 85 instances. The techni qu es used in accounting for 
. . 
s mall sums were not so universally acceptable as t h e methods 
of account ing f or t he larger swn.s. Many of the schools that 
were very efficient in the manner of accounting for cash 
payments were l ax in t he method of accounting for cash re-
ceipts. Particularly noticeable was t he failure to issue 
receipts for cash received. The activity treasurer and the 
central treasurer issued no receipts in over half of the 
schools, and the individual activity funds were turned over 
to the central treasurer without any form of a turn-in slip 
in over three-quarters of the schools. 
2 Bookkeeping Records Kept: In the actual keeping of 
records, it was natural to expect less uniformity because 
of the variety of local conditions. In over half of the 
schools that re ported, journal entries were made daily and 
the books were balanced monthly, and audited yearly. In 
over half of the schools that replied, reports were made to 
school authorities either monthly or yearly and deposits 
were made in the local bank either daily or weekly. Devia-
tions did not necessarily indicate poor procedure. Where 
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other records were kept and journal entries few, daily 
journalizing was not necessary. v\That seemed to be poor pro-
cedure in some schools was the only possible procedure under 
the circumstances prevailing. 
3 The Use of Students and Teachers: The survey indica-
ted that the students were being given a chance to help in 
the operation and administration of these funds. All the 
offices mentioned in the survey were held by students in 
some schools. Students were most commonly used as activity 
treasurers (in 71 schools) and most rarely used as central 
custodians and as auditors (in only 3 schools). The office 
most commonly assign ed to teachers wa s t hat of activity ad-
visor (in 87 schools). 
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The teacher was the officer in charge of t he various 
functions in most instances, but the fact that the students 
were being used, to some extent, to carry out all the offices 
and all the duties of the various offices indicated the pos-
sibility of their use further in other schools. Many princi-
pals who are overloaded with work mi ght give serious consid-
eration to this suggestion when they reali ze that other prin-
cipals have experimented in the use of students in all func-
tions and have found them capable. 
The wise use of students and teachers would not only 
shift the burden of too many jobs from the principal, but it 
would also allow more people to know what is being done with 
the funds. The principal could not be accused of misappro-
priating funds if several teachers and students know just how 
these funds were being spent. It would make it extremely 
difficult for teachers, students, or the principal ta mis-
appropriate funds if the various jobs were divided among them 
in such a way that each would be a check on the other. If a 
student were appointed to the position of central treasurer, 
a teacher were appointed central bookkeeper, and the principal 
retained the responsibility of the central custodian of funds, 
each would be a check on the other. 
Summary of Conclusions: 
1 If the principal is to avoid criticism, he must make 
periodi c re ports to explain the use of funds to hi s superiors, 
to the students, and to the general public. In addition to 
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making reports, the administrator must be sure that all funds 
can be accounted for and checked. 
2 If fraud is to be prevented, responsibility must be 
distributed so tha t no one person can mi s appropriate funds 
a nd conceal this misappropria tion. If fraud and error are 
to be eliminated, the records kept must be simple enough to 
be understood by the pupils and complete enough to prevent 
concealment of error or fr aud in the lack of or confusion 
of records. 
3 Students can be used in many schools to perform jobs 
that are being done by teachers and principals. 
This thesis was undertaken because of a recognized need 
for revision of procedures in a particular high school. The 
description of the plan now used in a small high school that 
has proved very satisf actory is included in Appendix c. 
Recommendations: 
1 Assistance should be offered to (but not imposed upon) 
the various principals. 
2 Extension courses should be provi ded wherein the prin-
cipals can find t he answer to t heir own particular problems. 
3 A more descri pt i ve re port should be made showing in 
detail t he opera tio n of several of t he better systems now be-
i ng used. 
4 Teacher-t raining institutions should give -more consid-
e ration to the methods and procedures for accounti ng for 
extracurricular activity funds. 
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A:FP~NDIX A 
A li s t of school plans .mentioned in professional 
p ublications and the name of the publication in which a 
d escri ption of each system may be found. 
Name of School System 
Stockton, California 
Hi gh School 
Eas t El gin, Illinois 
Hi gh School 
Emporia, Kansas 
Hi gh School 
Lincoln, Nebraska 
Hi gh School 
:r.teridan Connecticut 
Hi : h School 
Mt. Vernon, · }.few· York 
Hi gh School 
De troitj ~ichigan 
Ri g~ School .System 
Antigo, Wisconsin 
Hi gh School 
Los Angeles, Ca lifornia 
Ea gle Rock Hi gh School 
Duval, '·:'a shingt on 
Hi gh .School 
Lakewood, Ohio 
Hi gh School 
Sheridan, Hyoming 
Hi gh School 
Source 
Pea se, L. w., The Balance Sheet, 
April, 1931, pp 260~264, 292 
Jolly, L. F., School Review, 
February, 1923, pp 136-142 
Brovm, R. E ., $ ducational Re view 
February , 1920-;cm 153-159 · 
Jones, Gertrude, .American School 
Board Jo urnal, April, 1923 
Bacon, l ,. F., School Review, 
November, 1922 , pp671-b78 
Lewis, G. B., School Review 
Oct ober , 1931, pp 6I2 - 23 
Moehlman, A. B. , American School 
Board Journal, September, I921~ 
pp 40-42 
Moran , V.T . A., J\...merican School Board 
Journal , Iuiay , 1930, pp 66 and 132 
. -
Babson , Helen C., Junior-Seni or High 
School Clearing House, March , 1 9~ 
p p 407-412 
Coleman, R . v: ., American School 
Board Journal, February, l927, 
pp 74 and 143 
Grill, G. F . , .f-...meri can School 
Board Journal, August, 1922, 
PP 41-42 
Marshall, J. J. School RevieVI.r, 
April, 1929 , pp 251-252 
• 
Valley Junction, Iowa 
Hi gh School 
Marengo, Illinois 
Community Hi gh School 
Beatrice, Nebraska 
Hi gh School 
El Dorado, Kansas 
High School 
Sedan, Kansas 
Hi gh School 
Dubuque, Iowa 
Hi gh School 
Robinson, Illinois 
Robinsbn, Township 
High School 
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Myers, V' . H., American School 
Board Journal, Jl.Iovember-;-1929, p 48 
Scott, Y . J. and Hill, C., School 
Review, June, 1924, pp 442-444 
Carey, R. B., The Nation's Schools 
April, 1933, pp-Ql-63 
Fink, E . ~ ., Journal of Education, 
June, 1930; pp738-739--
J.ewell, R. L., School Activities, 
.september, 1934 
.Tohnsori, R. W., .A.merican School 
Board Journal, August, 1931, 
PP 46-47 · 
May , Eric 0., School Review, 
April, .1929 , pp 304-306 
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APPENDI X B 
1 A copy of the letter of enclosure for the survey . 
•• 2 A copy of the follow- up letter for the survey. 
3 A copy of the survey form. 
Hardwick High School 
Gilbertville, Massachusetts 
January 23, 1950 
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A survey, under the direction of Professor Sluder of Boston 
University, is being made to show how extracurricular a ctivit~ funds 
are being administered in the schools of the state of Massachusetts. 
The pUl"'pose of this survey is to gather data about effective systems 
now in use in order that help may be made available to sch ools that 
need assistance in ru1p roving their present system of handling extra-
curricular activity funds. · 
Shortcomings are just as important to this survey as are unique 
and common techniques. We must h ear from the schools that need 
assistance in order that we can determine the assistance needed. We 
need to hear from the schools who have developed good techniques in 
order that we can increase our offering to the other schools. 
You will find t hat you can skim right through the enclosed data 
sheets and that very little time will be required to fill them out. 
If you or the custodian of your student funds will be kind enough 
to fill in and return these forms, your report will contribute to 
improving present procedures for handl ing extracurricular activity 
funds. As a custodian of funds in a small school myself, I can 
assure you that help is needed by many of the smaller schools. 
The prestige of the school and the school faculty having fre-
quent l v been eff~cted by embarrassing publicity because of a poor 
system of handling activity funds, this study should prove valuable 
in developing a sound plan for handling funds. 
The name of the school and the person submitting a report wil-l 
not be used in any way in the study. The data will a pp ear in tabu-
la ted form only. 
Your cooperation will be greatly a ppreciated. 
Encl. data aheets 
stamped envelope 
Sincerely yours, 
H~~ a/t 
-· r 
HARDWICK HIGH SCHOOL 54 
GILBERTVILLE, MASSACHUSETTS 
OFFICE OF THE PRINCIPAL TEL. GILBERTVILLE 2741 
Apri l 21, 1950 
Dear Sir: 
The enc l osed survey form was sent to your 
school earlier t his year but so far has not bee n 
returned. 
I t may be that you ne ver received tho previous 
copy due t o some error on my part . 
1i\n1a t eve r t he f a cts may ~Je, 
and r e turn the forms enclos ed. 
would l 1ke to have reports from 
included in the survey . 
won 't you fill out 
If possible, we 
a ll the s choo ls 
If you have any blank forms for use in 
handling extracurricular a ct i vi ty funds we wou l d 
a ppr e ciate th em . 
Sincerely yours , 
Henry J. 17al l 
Encl. 
Survey of Plans fo r Admi nis ·:~ering 
Extracurricular Activity Funds 
School Enrollment 55 
--------------------------
A. Ge:u8ral Questions (Check ;1Yes 11 or 11 No 11 where applicable~) 
1. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
Yes No 
Approximately how much is spent annually on extra-
curricular activities in your school? $ 
Is the money spent on extracurricular ~a-c~t~i-v~i~t~i~.e--s----~-
raised by the students? •••• , • • • • • • • • • • • ( 
(Comment if any 
--------------------------------------------
Does a Student Council function in your school? ••• o ( ) 
If so, does it exercise control over extracurricular 
funds? • • . ~ . • . . • . . • • • • . . . . . . • . . ( ) 
( Conm1ent if any 
Is each or gani z 8.-.t~i..-o_n_l.,..... n......,.d_e_p_e_n_d,-e-n-;t,.--l·-n--r~a.,...i_s..,..l·-n-c;-, ,-s-p;_..en__,.d-.-i_n_g-,-
( 
and accountinG for its own funds? •••• , •••••• ( ) ( 
Does an organization spend all the money that it earns? ( ) ( 
Is each organization limited to the money it earns? o • ( ) ( 
Does each organization operate subject to centralized 
control? • • • • • , , • • • , , • , • • • • , • • • • ( ) ( 
Does each organization operate within an approved budget?( ) · ( 
Does the Business Education Department handle all funds?( ) ( 
Does a school bank handle all funds? ••• , • • , ••• ( ) ( 
Does a representative of the school co~mittee make 
payments for any special groups? • • , • • • , • , • • ( ) ( 
13. Are all extracurricular activity funds deposited in a 
) 
) 
) 
J ) 
) 
) 
) 
) 
) 
) 
) 
local bank in a central account? ••••• , • • • •• ( ) ( ) 
14. Is a checking account maintained for activity funds? •• ( ) ( ) 
15. Is a savings account maintained for activity funds? •• ( ) ( ) 
16. Are large cash payments made by check? ••••• , •• ( ) ( ) 
17. Does more than one signature appear on a check? •••• ( ) ( ) 
18. Are all checks signed by the same person? • , , • • • • ( ) ( ) 
19, Does the bookkeeper sign checl{s? •••••••.•• , • ( ) ( ) 
20. Are small payments made in cash? •••• , , • • • , • ( ) ) 
21. If so, how large an amount may be paid in cash?$ 
--....... --22. Is a petty cash fund maintained for such a purpose? • . ( ) ( 
B. Check the appropriate colwnns. 
How often are your--
Specify 
Never Daily Weekly Monthly Yearly Other .. 
.Jour 
Ledg 
Book 
Book 
5. :=tepo 
6. Repo 
spon 
7. Depo 
bank 
nal entries made 
er entries made 
s balanced 
s audited 
rts made to authorltle:: 
rts made to activity 
sors 
sits made ln a local 
J/ 
-2-
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c. Indicate which of the following financial forms are used in· ·adm!nis-
tering and accounting for extracurricular funds in your school by 
placing a check mark in the space provided. 
For:uls -- usacil. hy Indiyidual. .. .!ctivities 
1. Activity treasurer's receipt book 
•
-----2. Activity treasurer's cashbook 
3. Activity treasurer's account book 
-----4. Numbered admittance tickets 
5. Ticket distribution report 
-----6. Ticket returns report 
7. Report on athletic events 
-----8. Report on activity projects 
9; Cash turn-in slip 
-----.10. Purchase order or requisition 
11. Cash requisition or check request (order to pay) 
-----12. Receipted invoice from vendor 
13. Equipment record 
-----14. Loan-of-equipment record 
15. Monthly financial report (prepared by each activity) 
-----16. Annual financial report (prepared by each activity) 
17. Activity budget 
----
Central Treasurer's Forms: 
18. Cashbook 
----,19. Journal 
20. Ledger 
-----21. Combined journal-ledger 
22. Central treasurer's receipt 
-----23. Check, plain 
24. Check, voucher 
-----25. Petty-cash book 
26. Petty-cash voucher 
-----2~. Bank-deposit slip (for deposit in commercial bank) 
28. Pass book (for deposit in bank) 
----.29. Monthly financial report (prepared by central treasurer) 
30. Annual financial report (prepared by central treasurer) 
----31. Auditing ·report blank 
32. Prepared explanation of the financial system 
-----
D. In the approprla-te ·:colunm, check the officers a,nd commi tt~es. ~ed 
i-n your school to -administer extracurricular activity funds. 
-
'1'i tl e Stu- jTeach-- · Prin- Super1.n- 1 ScliooT 
dont er cipal tendent Board Other 
• 
1. Central Treasurer 
- 2. Central Bookkeeper 
3. Central Custodian 
4. Activity Treasurer 
5. Activity Advisor 
6. Advisory Committee 
7. Executive Committee 
s. Ticket Committee 
9. Auditor 
l o. Auditing Committee 
.J 
• 
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E. Indi cate by whom t he f ol l ·owing f unction s are handl ed in your 57 
school by checkin~~ t he appropriate column. That al l of these 
f unc t ion s wil l be .f ound i n any one s cho ol i s not an ti cipa t-0d . 
F unc t • l.On 
divi dual Activity Functi ons 
'C:o ll ecting activft:'Y" dues , • 
records ·• 
In 
r~ • ,.., 
&.- o Ke eping ac t i vity I • 
Coll ecting of door r ecei'pt's • 
f rom t ick et sal e·s • 
b . y 
I s tuden t 
• • • 
• • • 
• • • 
• • • 
3 . 
4 . 
5. 
6 . 
7. 
8 . 
9. 
Coll ecting 
I s su i ng a cti vi t y t r easur er' s r eceipt 
t i cket s ( advance sal e ) Distribut ing 
'J\ :..,f1i ng in cas h to centra l tr easurer .L-. 
t ax on ent er tainmen t ••• · 
10. 
11. 
12. 
1 3 . 
14. 
15. 
16. 
Ccmputing 
Filing r eceip t s i s sued by 
central treasur er • • • • • • 
Making pur chases • • • • • • 
Authorizing payment s· (wr'it'GenJ 
Forwarding che cks to c r editor s 
Filing I'ec eipted invoic es • • • 
Preparing a c tivi ty f i n an c1.a"l 
. . 
rep orts , peri odi ca lly • • • • 
Tak ing inv en t ony of a·c tiv i ty 
equipment • • • • • . • • • • 
Pr eparing· oua.get's • • • • • • 
tra l ized FUnctions 
• • • • • • • 
• • • 
• • • 
• • • 
• • • 
• • 
• • • 
• • •· 
' • 
I 
• • • 
Cen 
1 ? . 
1 8 . 
1 9 . 
20 . 
21. 
22 . 
23 . 
24 . 
25 . 
26. 
27. 
28. 
29. 
30, 
Printing t1cke ts 
I ssuing centra l t r ea surer' s r ec e:L·p:t 
Pr eparing money f or bank dep osi t 1 • 
Preparing bank- dep osit s l ip • I • • 
Dep ositing funds i n bank . I • • • • 
Filing rec eipt ed bank- dep'o's'i t slipS 
Author i zing purchases (wr i t ten ) • • Preparing checlcs f or signature • • • Signing checks .) • • • • • • • • • • 
Fi l ing ca sh- payment au t horizations . 
Fi l i ng cancelled che cks • • • • • • 
Reconciling bank sta t ement • • • • • 
.. 
Making bo okkeeping en t r i es • • • • . 
Preparing central treasurer "~s . 
31. 
;?2. 
r --:·:)or t peri odi cally • • • • , • • • 
Pr eparing tax repor't • . • • • • • • 
Auditing of a c tivi t y t reasure·r i s 
fi nancial records • • • • • • • . •• 
-33. 
34 . 
Approving budgets • • • . • • • • • 
AuditinG centre.l treasnrerTs· 
f i.. n.R. ! ~ 0 i .'3 J. r ecords • • • . • • . • • 
.. 
35 . Others ' J .. 
· • 
I 
.. 
... 
. ... 
I 
.. 
. 
·f---· 
by Sp ec i f y 
Facu l ty .. Other 
I 
I 
i 
l 
I 
l 
! 
) 
F. 
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Indicate how you publicize your periodic financial reports by 
checking the appropriate statements. 
1. Post on general bulletin board. 
-----2. Report periodically to school board or school committee. 
3. Publish in a local newspaper. 
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----4. Publish in school newspaper. ~ 5, Send an individual report to each school activity sponsor. 
6. Financial reports are not published. 
• 
----~7. Indicate other: 
G. Which of the following criteria do you consider important in 
establishing a system for handling extracurricular activity funds? 
Check as many as you think appropriate. 
1. Must be simple enough to be understood by students. 
---2. Bust utilize as many students as possible . 
3, Hust allow students to control the finances. 
---4. Must further educational objectives. 
---5. I'.'lust use efficient bookkeeping procedures. 
6, Must provide for periodic audit. 
-----.7. Nust make fraud impossible. 
8. Must be adaptable to any situation. 
---g. ~.1ust not take up too much of teacher's time. 
10. Must provide a system for locating errors. 
---11. Must provide for a bud8_;et. 
---~12. State others. 
H. Conclusion: 
1. 
2. 
3. 
Should there be state uniformity in keeping 
extracurricular activity financial records? 
Should extracurricular activities be provided 
for in the school budget like curricular activities? 
How long has your present system of arnninistering 
extracurricular activity funds been in effect? 
------
----------------
4. 
5. 
6. 
Could you benefit from information obtained from 
this study? • • • • • • • • • . • • • • • •• 
Could you benefit from receiving sample record 
forms that are used in other schools? •• , • 
Would you be willing to submit sample forms for 
the benefit of other schools? ••• , •••• 
(Name of person responding) (Title) 
Appendix C 
A Description of 
a System for Handling 
Extracurricular Activity Funds. 
Each a ctivity treasurer v1ill keep a cash book in v.rhich he 
'!;Ji:tl r ecord each cash receipt a.nd cash payment .and in 'VIrhich 
he will maintain a running balance. · 
The central treasurer will keep a cash book and a ledger 
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1,ri th an account for each act·i vi ty in the school. The cash-
book will li s t e~ch receipt and state its source and will 
comb ine all t he receipts for each activity during the monthly 
p eriod. The cashbook will also list all cash payments and 
state the payee or the purpose of the payment and will 
combine all the payments for each activity for each month . 
The totals of the ca sh receipts and cash payments of each 
a ctivity 1ftiill be posted to a ledger that v.rill always shov.r 
. the ba l ance of each account at the end of the period. 
Ca sh Receipts 
1. All activity funds will be deposited by the activity 
treasurer or the f aculty advisor. 
2. A deposit slip ~vill be prepared in duplicate and 
will be s i gned by the faculty advisor and the activity 
trea ourer and turned in v.ri th the money to the central 
treasurer. · 
a. The original will be submitted to the central 
treasurer. 
b. The duplicate will be filed by the activity 
treasurer. 
3. A receipt ~ill be issued by the central treasurer 
in duplicate. 
a. The original will be g iven to the activity 
treasurer. 
b. The duplicate will be filed by the central 
trea s urer. 
4. All receipts for the day will be listed on a 
t urn-i n slip by the central treasurer showing the activities 
making the deposits, the amount of each deposit, and the 
t otal amount deposited for the day. This list will be 
turned-in to t he central custodian 1~ri th the money collected. 
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5. The custodian 't·Jill he. ve a bank deposit slip prepared 
in duDlica te and 1.·rill depos1 t the money in the local bank--re-
taining the receipted duplicate copy of the deposit. 
6 . The central treasurer will submit the original 
e.ctivity deposit slips to the bookkeeper, ~rho 1dll prepare 
the proper entries in the cashbook. 
Qash Payments 
1. The activi~y treasurer will prepare in duplicate 
a check request. This check request must be approved by 
the faculty advisor and the treasurer of the activity before 
it becomes acceptable to the central treasurer. 
a. The original will be turned in to the central 
treasurer. 
b. The duplicate will be filed by the activity 
treasurer. 
2. The central treasurer will prepare a check and 
ent er the information on the check stub ·before presenting 
the check book and the check reauest to the custodian for 
his signc..ture. 
3. The custodian wil~ sign the check. The check 
will be returned by the central treasurer to the activity 
treasurer. The faculty advisor or activity treasurer will 
prop e. rly dispose of the check, after entering the check number 
on t he duplicate check request. 
4. The central treasurer vrill submit the original 
of the check request to the bookkeeper who will prepare 
the cashbook entries from these requests and the check-
bool{. s tub. 
5. All receipted bills will be filed by the activity 
treasurer. All cancelled checks will be filed by the central 
custodian. 
Petty Cash 
1. Small payments may be made by cash from a petty 
cash fund by the principe.l, lrJho lvill keep proper record of 
all ?ayments showing the date, the explanation, the amount 
paid, the payee, and the activity fund to be charged. 
2. The activity treasurer and activity faculty advisor 
will sign a check-request form. This form will be modified 
by dilating the ~rord ·11 checl-t 11 & inserting the word 11 Cash. 11 
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3. At the end of each monthly period the principal 
~ ill h~ve the expenditures from petty cash posted through 
the cashbook. The petty cash fund will then be replenished. 
Snecia l Event Financial Report 
Returns from snecial events thr t require a more complicated 
report will be - made on a Special Events Report, prepared 
in duplicate. 
1. This report will s~ow all incomes, expenses, cash 
rec2ipts, cash payments, cash turned in to central treasurer, 
debts outstanding (including tax payably), and net income. ~ 
2. This report will take the place of a cash deposit 
slip and a cash request slip. 
3. A receipt will be issued by the central treasurer 
for the cash turned in. 
4. The special events re~ort is the authorization 
for issuing checks to meet the outstanding debts. 
Period Financial Reports 
l.Each activity advisor will be notified each month 
when the bank statement 1s received so that the activity 
report · may be submitted. 
2. The activity treasurer will report the balance 
on hand as of the beginning of t he period, the cash re-
ceipts and cash payment~ for the neriod, and the cash 
b2lance at the end of the period. 
3. The activity report will be verrified by the 
central bookkeeper. (Compared with the Cashbook totals.) 
4. The centr£1.1 booklceeper ~~Jill then prepare a con-
sol~datcd financial report, listing the balance on hand 
for each organiza tion a t the beginning of the period, the 
cash received and paid during the period, and the cash 
balance on hand for each activity at the , end of the period. 
5. On this same report, the total of the balances of 
the se-oarate B.ccounts will be comoared 'trJi th the actual 
ca.sh a.s ctetermined by combining the cash in the bank 1N"ith 
t he cash on hand, 
Reconciligtion Qf 1hQ Bank Statement 
1. Before the cash can be proved each month and the 
consolidated report made, the ban..lt statement must be re-
conciled. 
• 
2. All checks outstahding will be recorded, and the 
tct a l subtracted from the bank balance. 
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c. All changes or corrections found .on the bank state-
~:-~Llt ' 'iill be made in the check s tub. 
4 . The tr ue balance will be shown on the ba nk statement 
and on the chock s tub la s t considered in the reconciliation. 
FiliYJ.g Records 
At the end of ea ch monthly period , after each activity 
has submit~ed its report, the bookkeeper has verrified them, 
and t he con~olida ted report has been pos ted: 
1. The activity trea~urer will staple together 
a all depos it s lips (duplicate) 
b all receipts (original) 
' ) 
· ... . . 
3 . 
4 . 
c a ll che ck reques t s (dup licr te) 
d all sDe cial ~ve nts reo~rts (duplicate) 
e t he a ctivity per iod r eoor t (on top .) 
The 
fl 
b 
c 
d. 
e 
centra l bookkeeper will s taole to gether 
all dcoosit slips (original)arranged in 
chronologica l order r8gardl ess of source 
all c llec~-c reqtio r t s (original) 2.rre.nged. in 
chronological order re gardles ~ of so urce. 
all sue cial evEnts reoorts (ori ~ inal) 
. ' ~ 
the a ctivity period reports 
the consolidated per iod report (duplica te) 
The Centr2l Treasurer will s taple toge t he r 
a all receipts (duplicate ) · -
b all ca sh turn-in . slips (duplicate) 
Th e Cent r a l Custodian will staple together 
a all c.s.sh turn-in slips (original) 
b a ll Bank Depos it Slips (duplice. te) 
on top . 
5 • All records will be filed chronologically by month. 
• 
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No. HARDWICK HIGH SCHOOL 
---
To the School Treasurer Date 
------------------
~ Deposit to the Account of 
•rl -------------- - -------
U1 
0 $ 
P; -----
Dollar s -----------------------------------~ Q) 
P Received from 
-------------------------------------------
Act1v1ty Treas urer Act i v i t y Advisor 
I ·u 2 R . t :t. e ce1p 
H.ARDV'i'ICK HIGH SCHOOL 
Da te 
-----------------
~Received from _________________________ __ $ 
--- -
•r-1 
~--------------------------------------------~Dollars Q) 
~To be credited to Ac count. 
----------------------------~ 
School Treasurer 
# 3 Cash Turn In 
HlillDWICK HIGH SCHOOL 
!=! 
H 
~Cash Received $ 
~ --------
8 From $ 
~ ------------------ -----
U1 
ro From $ 
0 -----
From $ 
- ---------- ----- -------
Date 
----------- --- -
This represents all t he 
Cash received on the above 
date and should be deposited 
to the accounts i ndicated. 
Central Trea surer 
• 
# 4 Check Re quest 
No. HARDVJICK. HI GH SCHOOIJ 
To the School Treasurer Date 
~ 
Ol 
~ Please issue check to 
c;i 
~for 
~ for Charge to o to pay Q) 
.J::l 
0 
Activity .Treasurer Activity 
f 5 Period Report 
Hardwick High School 
Date 
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$ 
Dollars 
Advisor 
~ 
-------------------& The following is a summary of the Cash Receipts and Disburse-
Q)' ments for for the period ending 
~ --------------------- ~--------
:§Ba lance (old) $_____ Cash Paid • ----------------oA 
~ Cash Received ____________ __ 
p,i 
Balance (new) 
-----------------
Activity Treasurer Activity Advisor 
• 
Hardwick High School 
Financial Re-port 
for -
by -----~ ------------
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Date 
-------------------
Net ~ - - - - - .. - ~- - - -- - - - -- -----
1-------------- ----------------------~--------t----------+~--------~----------4 
Rec oipt s: 
Caoh :::'-.z pE;ndi tures : ~-~ 
·cash 'I\1rned in ( Re ceipt Issued ) ~:- .;;. - - - - - - - - ,.. - - ---
:Net Profit - - - - - - - - - - - - - - -
~~Keep to a minimum ~H:-Be sur•e that this is the amount .specified on your Cash :~eceipt 
CASH RECEIPTS 66 
--------~---~------~------------------------------------------------~-----~ec'd F 0 R 
[From Date IG-en. ltiChOO .I.' YOUth Class Li.iBSS 
i Fund Lunch ""enter 
· Li.i8SS A.A. I Others 
l-----'---1----+-......----+=;.==..;;.~f'-'...,.......,·-+------+--
·. 
. . . . . . . ~ . ~ .. 
.. . " . .... ' .. ~ ... ~ 
.I • ~ • • • • . ~ ... .. .. . ~ . . ' 
. . . . ' . . .. 
· . . 
. • ..... ... . i" 
. . . . .. . . .. . . .. . " .. ... ~ ·. 
0 • • • • ' • • • • • • • • • ~ 
r 
... ... .. .. j .. . 
~ .. 
. ..... .. '• . 
. . . . . . . '• . 
.. . 
' .... 
-.· 
...... .,. . 
. 
..•. . . . . - . 
. .. ... . . . . 
. ~ .. 
· ... • • • 0 ••• 
. •, . .. .. . . 
. • . 
, . . .......... .. ... . 
. . . . •' .. , .. 
,--····--···------ ==:1--··--~--~-...L-
'. 
.. . . 0 • 
. -
. ... . 
' -
. .· .. . .. . 
. 
. .. 
·,. 
• • • • • • 0 l 
. •. 0. 
. • . 
I 
Cash 
Rec'a 
.•. 
. .. 
.. . 
. - . 
• 
CASH PAYMENTS 
:Paid 
t .o 
I . 
Date l • .xen •. 
· Fund ~~----~--~-+ 
·. tiC!lOOl YOU:tn 
Lunch K;ente·r 
• 0 ••• •• • • • 
• • 0 . . ..... . 
. .... . . . ~ . . . . ·. 
. .. 
. ~· . . . . . . 
. .~ . . . . . . . 
.. . . . . . . . 
·I· 
·.·. 
F 0 R 
v.L8SS C.Lass vJ8SS 
.. . .. ..... 
. ' 
. ; 
' • . 
.. 
. ·. 
. •. 
·.· 
. •. . . ~ .... 
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A.A. IV:tners 
Cash 
Paid 
) .... .. . . • . 
.· 
·. · 
• • •• 0 • • ••• 
. ..... 
' . 
... • • • • 0 • • .,. • 
. _ .. .. ·. 
01. •• • •• ••••• 
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(Page) 
( Activity ~Tame) 
Adv :L ~: 0 r 1 s Si r;na turo 
---------
Trc.;asu r o r• s Si gnature ______________ _ 
:::::==:;::::::::=:::::::_::=~. -= ..-::-:: ... :==:::=::=:::::::::=====:::::::=::::· ........... =· ==::;=:=====r====r=== 
Date 
. I 
I 
I 
I 
I 
I 
I 
I 
I 
- -·-----·. j 
Explanation 1 Receipts Pay:ncnts Balance 
I 
I 
I 
I 
i 
I 
--~---_L_. - -·· -
Canso ).icl_g_ t s g F i®nc ~!!~ Re2_9r_~ 
~xtrac'J.rricular {?. _ gj;1_vili Funds 
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For the period from. ____________ to __________ _ 
Activity Balance Receipts Expenditures Balance 
- - ---··- -.---··----- -----+-----1-------+-------1-----
-------------------------+-----~---------1-------~------~ 
- ------··---------·-----------lt-----r------+-------+-----1 
----------·----------------~-------+-------~---------~---------
- ----- - ---'-----------+-------t-------+----------+---------1 
I - --··-----------
- --··-· ··- ·-·------·--·-------t---------l-----___;l-------l___;------1 
- -- ----·-----·- ---·-------:------+------+--------lr--------+------1 
· ·----- --- -----~----1--~-;------+-----+-------l 
. Total 
CASH: Ware Savings Bank . • • • $ 
------------------
Ware Trust Company • . . . • . • • • • • 
On Hand for Deposit . . . . . . . . . 
Petty Cash Fund • . • • . • • . • • • . • 
To tal $====== 
i 
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I'ic1-· ,_: t Report For 
1 ,'1 :::m int.s ~~~g (:mt __________ All--:-r:-o-;t-u~r-n .... s-..,...in-""b_y _________ _ 
r·~l n~"7c· t .3---:ITsu od ..• .•.. . '··-···· ,---·R· ... , . . ~. r· ... ., ·! c; .... • f"\ 
. . ~1: ;. ; i r ' \irl "s 
~ 
I 
-l 
. . - ..... ..... - ... . 
To 
.. .. .. • • • • • 0 ....... 0 - • •• 0 . .... 0 • • 
- • - - • • • • • • • ~ • • • • • • • • • .. .. • • - .. • • • .. • 0 • • • .. .. 0 • • 0 • • • • • • • ~ • • .. 
. Ticket Returns I 
'Tickets uasn - . 
'R,-, +:11 'r'Y\ nr'l Rn f'. ,-,-; 'tT r ·r'l 
- - • .. • • • • 0 • • 0 .. ~ • • .. • • 0 • 
. ......... .... ... ... .. . 
• • • • • • • • .. ' .. • • • • • • • • • ... ... o , • .. 0 ' 0 •• - • 0 . ...... ... .. . ..... 0 .. .. ••• 0 • 0 .. • .. • • • • • • 0 •• - .. .. .. 
0 •• 0 • - .. . ... .. - 0 . ...... ...... . . . .. 0 . . ... 0 . ..... . . .. 0 • • • • .. • • • • ..... . 0 . .. ..... 0 . . ....... .. 
• • • • - • - - - •• • 0 . . . . ... .. 0 ..... - • • .... . - - ••• • • 0 •• • ••• 0 .. .... .. 0 • • .. • • - ...................... . 
· ···-·· · ·· ··········~· · ,··· . . ..... .. ............................ . ...... ... . ................ .. 
• • 0 . . . . . . .. .. .. . . . 0 .. • • • • ..... . . ... ' .. v .. . 0 • .. ... • • • • • • ... • • • 0 .. . .. ... ...... .... . - ... . ... .. 
. . . . . . . 1 . .. .... .... '' .. .. . . 
.. . ..... . .. ... . . ... 0 • • • • • .. • • • .. • • • 
• ..... 0 .. • .. • .. • • .. • • • • .. .. .. • • .. .. j 
...... .... ·I· .. .. .... .. ... ..... . 
• .. ' ......... .. . 0 .......... .. .. .. 
.. .. .. . . .. . . . . - . .. . .. . . . . . .. .. .. .. . . . . .. .. .. . . .. . . . ... .. . .. .. . . .. . . . .. . .. . . .. .. .. . .. . . .. . .. . ... . .. .. . . .. . . . . . 
• • • • • • • .. • • • • • • • • .. • • • • • .. ... • .. .. - . . . ...... .. . ..... 0 0 •• • 0 • • .. ... • • .. • .. .. • • • • • • • • • ............. . 
.. . ~ .. .. • • .. • 0 .. • • • • 0 • • .. • • 0 .. .. • • .. • • .. .. • • - .. • • .. • 0 • 0 • • • .. • • • .. .. • • • • .. .. .. • .. • .. • • .. • .. • • • • • .. • • • ... . . .. 
' 
. . ·. . . . .j .. ...• ·. • . . . • • • • . • • . • . . • • • • . • • . . • . . • . • . . • . . . • • . . . . . • • . .••..•..•..••.. · 
...... j .. ·········· ··· ·· ··· ······· :· ............. ......... ............. . 
. ·' .... . ... ... ..... j ... ... ......... .. . ·.·· .... ...... ........................ . . ... 
• • • • - • • • • - .. • - • • • • & • .. • • • • • & • ' • • • .. • • • & • • • - • • • • • .. ~ • • • • • • • • - • .. • • • 0 - • • 0 • • .. 0 • • • • • • 
. . . . . . . . .. . . . . . . . . • • • • • • • • • • • • • • .. • • 0 .. . . . .... . .. ... . . ... . .. 0 • • . ... . -· . .... : ......... . 
• • • • - .- • • •• - • • -. 0 ....... .. . . . ...... . . . ... ... 0 .. . . .... . 
.. ". " .... . . -.. .. .. I 
I 
• •• • • • - 0 ........ . .. . . . . - • • • • ,. .... 0 - - ..... .. 0 • •••• • 0 ... ' • .. .. ..... . - • 0 ......... . 
• • • • - • • 0 .. • • • • • • .. 0 • • • • • .. • • • • ••• - • • - . . ... .. . . ...... . . - • • • • •• - • • 0 • • • . .. .... . . ;' 
.. . ... . .. . . . ... . . . .. ······ ····:··· ··~·· · · · ·· ·· · ··· ·· ·· ··· · ··· · ······ ·· ·· · · ·· · · ·· ·.:_.1.:./ 
• • • .. • • 0 • • - •••• •• . . ....... . 0 .. .... . ...... - . .... ... .. ... ... .. ........... . - ...... . • - • • - 0 .... • •••• 
. . .. .. .. ... . .. . . . ._ .. . ..... .. • • • .. • • .. • • .. • .. • • .. .. • • ~ • • .... . ..... 0 0 ... . . . .. . . . .. . . 
